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2. WiSP-TOE Cont'd 

b. RequCLita for tho. approval of ovcrtimo in grades P-2 or CaF-7 and below 
will be submittod to the Chief, Budget Sootlon, Kinanco Division, in detail 
and in triplicate on Form 32-3, bearing the oj.gnaturo of the Chief or Attalni- 
strative Officer of the branch or division initiating the request. Upon re- 
ceipt of Fora 32-3, the Chief, Budget Section will, if appropriate, enter his 
.’T'oroval, and return the duplicate and triplicate riopics to the initiating 

iTicor. Wo requests should bo subrrdttod to tho Budget Section for overtime 
to ho porforinod by or.iployees in grades above P-2 or C.lF-7. 

c. ApnroTCd overtime worked by employees in drados P-2, UfF-7 s-nd below 
v/ill bo rocordod on Standard Form ri30> Time .'md Attendance Report, covering 
tho pay poi'iod in 'wln.ch porformod and the duplicate copy of ionii 32-3 bcai-ing 
tho approval of the Chief, Budget Section, will be attached thereto for trans- 
mittal to the Pay Roll Ui-it, Fiscal Section. Tho triplicate copy of Form 32-3 

may be retained by the initiating office. 

3 * TgQ liT DIFF ERRrTIAL 

T/henevor an employee performs a tour of duty betvraon tho hours of 6:00 p.m. 
and 6:00 a,m., .an addition of lO;'! of his base pay will be allowed. The Time 
and Attoudanco Report, Standard Form 1130, must indicate the employee's tour 

of duty whonevor a night differential is claimed. 

h. liCl'^ DAI F I X 

’ffoiic performed on holidays will be compensated for at double timo . How- 
ever, in view of budget limitations, prior approval must be secured from the 
Oi'icf, Budget Section on Form 32-3, before a;iy employee is requested to render 
p' rviccs on a 'aolirtay. 

< , DISTRIBUTIOM OF SA L/iRY C HF.CKS 

a. Salary checks will be distributed by the Pay Roll Unit, Fiscal Section, 
bo the payT-ent and leave dorks of tho branch, division, or office in vfhich 
the individual is enployed. A list containing the nax-ios of the employees and 
having spaces designated for signat-aros will accompany each group of checks. 

The signe d lipts evidencing recoiot d-.thq..dcclv5.iK^ - 

turned to the Pay Rcfl Unit immediately upon delivery of the checks. UndclivercG 
checks accompariod by a memorandum stating the reason for non-delivery must be 
retur;rj-d: at the same time . In those instances where an employee is absent 
idm work but it is- known that he will return v/ithin 5 days, the payment and 
leaTO Plerk may retain the list of undelivered checks for the 5 day period. 

- 2 -' 
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5, DISTRIBUTIOM OF S.>L...nY CIBC KS -- Cont'd 

b. E::tromG caro must bo oxercisod by payment and leave clerics to insure 
that chocks do not bocoine lost or misplaced and that security roculations are 
not violated. 

6. piY 

a, Enployoos who arc terminated will bo paid in accordance with the ^'Luiiip 
3Tja Faymont Act." The amount’ of final prrMont rd-ll be ralcu-lated on the basis 
.vf* information remardinfj the last vrorking day and the accrued annual leave as 
shown on the personnel action terminating the employee 's services . 

bo ho emoloyoe transferring otit of;, or being terminated from this agency 
shall be given final clearance and/or final salary payment until all monies 
or prop’orty that may have been assigned to him have been returned or properly 
accounted for. The final clearance form;, obtainable in the Personnel Division;, 
must be initiated by the emplo 2 ,d.ng office^ cleared with the applicable branches 
in advance j such as Personnel;, Security,. Property Control Section, Special 
Funds Di vis j.on, and Fiscal Sections, and bo on file in the Pay Roll Unit, 

Fiscal Section, before final payment is made. 




Executive for Po?"sonnol 
and Administration 
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ATTiilNDANCE I^EPORTG 

a. It is r'*qnirod that Time and Attendance Reports for each civilian am- 
■loyee be maintronined by each branori; division^ or section, on Standard Form 
I'o . 1130. There must be entered on Standard Form 1130- the number of hours in 
pay status, and the annual leave, sich leave, or leave r.lthout pay char{j:eable 
for each lii day p ay period . These reports must be for, Yarded to the Pay Roll 
Unit, Fiscal Section not later than ).|.;30p,m. on the Monday* following the 
close of each l u day pay period . 

•b. Form 71, Application for Leave, must be secured and tx'ansmitted ^vith 
Time ai: i Attendance Reports for all annual leave ±n access of 12 days or v/hen 
the leave extends from one reporting period to the next, liflien sick leave 
covers a period in excess of three days, a certi.ricate of a physician or prac- 
titioner vnlll be furnished. ViTIien sick leave covers a visit to a -ohysician, 
dentist, oculist, etc,,. the time of the visit and the name and address of*the 
doctor should be furnished by the eiiployee on P'orm 71 or in a statement to be 
attached to Form 1130, The leave clerk in the Pay Roll Unit, Fiscal 3:;ction, 
Ydl.1 post to the Time and Attendance Reports the annual and sick leave accumu- 
laued b 7 / each ervoloyee in accordance with ’fHegulations Relating to Annual and 
Sick Leave of Government Employees (as amended June 26, 19l|6, effective July 1, 
19)163 11 F. R. 7257)“o 
2. OVEnTIlil E 

a. All uTork in excess of ij.0 hours performed during one VYeek -vYill be con- 
sidered ovsrtiiae, if authorized in advance by a rcsnonsible official of the 
branch in vMch performed. Overtime for eimployeos in grades up to and in- 
cliiding the base pay of P -2 or CAF-7 will be compensated at time and a half 
provided such overtime is appr oved in advance by the Chief, Budget Section, 
Finance Division. For employe os in grades above the base pay of P-2 or CilF-7, 
compensatory time off may be allovrad in accordance with the provisions of 
Public Law 106-79th Congress e J ^ 

EFFECTIVE 50 JURE 1947 CIG ADM INI STRATI VS ORDERS WILL REliAIEIli FORCE UNTIL 

CELLED OR SUPERSEDED . 
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-- Cont'd 

b, Hoquoistc; for the approval of ovGrtimo in (jradcG P-2 or CAF-7 bolow 
vrlll be submitted to the Chief ^ Dud:'- et Section, Finance Division, in detail 
and in triplicate on Form 32-3 ^ bt. taring the signature of the Chief or Admini- 
strative Officer of the branch or division initiating the request. Upon re- 
ceipt of Form 32-3^ the Chief , Budget Section v/111, if appropriate, enter his 
rrproval^ and return the diiplicate and triplicate copies to the initiating 

fficor« No requests should be subirdttod to the Budget Section for overtime 
to be porformod by enployoes in grades above P-2 or C.W-7. 

c, Appro’i'od overtime v/orkad by employees in Grades P-2, CAF-7 and below 
"ivill bo recorded on Standard Form 1130, Time and Attendance Deport, covering 
the pay period in w]in.ch performed and the duplicate copy of Form 32-3 bearing 
the approval of the Chief, Budget Section, will be attached thereto for trans- 
mittal to the Pay Roll Unit, Fiscal Section. The triplicate copy of Form 32-3 
may be retained by the initiating office. 

3 * KC GI IT DIF:iB RFi:T:[AL 

Vnionevcr an omployoe performs a tour of duty between the hours of 6:00 p.m. 
and 6:00 a.m., an addition of lOp of his base paj?* v/ill be allov/odc The Time 
and Attendance Report, Standard Form 1130, must indicate the employee’s tour 
of duty whenovjr a. night differential is claimed, 

U. 

V;loi‘k performed on holidays will be coi.ipensated for at double time. How- 
ever, in view of budget limitations, prior approval must be secured from the 
Chief, Budget Section on Form 32-35 before any v3r.TaloyoG is requested to render 
S'- rvicGS on a holida 3 r. 

DTSTRIBUTION of sa ury C l-L^.CKS 

a., Salary chocks vrill be distributed by the Pay, Roll Unit, Fiscal Section, 
the payr.ent and leave clerks of the branch, divis ion, or office in vdiich 
ii/he individual is emploj^ed, A list containing the names of the employees and 
having spaces designated for signatures Trill accompan:” ^^ch group of checks. 

The signed lists evidencing receipt of the checks b 3 “ the employees must be rc- 
tvirnod to the Pay Roll Unit d-mmediately upon delivery of the chocks. Undelivorec: 
checks accompanied by a memorandum stating the reason for non-delivery must be 
returned, at the same tiiiiG. In those instances v/he re an eir^sloyee is absent 
from work but it is known that he v/ill return v/ithin 5 days, the payment and 
leave dork m.ay retain the list of undelivered checks for the 5 d^^y periods 

2 - : 
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5, DISTrtI3i;TI0N S..L-.RY CIlSCKS - Cont'd 


b. E:fbroino euro must te or:ercl3od by payment and loavo, clerks to insure 
that cliecko do not becotne lost or displaced and that security regulations arc 
not violated. 

6 , TirailHAL PAY 

a, Enploycos who aro terminatod rdll be paid in accordance with the "Lump 
oum Payment Act." The amount of final paymient vfill bo calculated on the basis 
o .'- information regardinc the last working day and the accrued anmial leave as 
snonn on tho personnel action terminating the cmployoois services. 

b. IIo omployoe transfarring out oS, or boing terminatod from this agency 
shall bo given final clearance and/ or final salary payment until all .iionies 
or property that may have been assigned to him have been returned or properly 
accoTuitod for. Tho final clearance form, obtainable in the Personnel Division, 
must be Initiated by the enploydng office, cleared vdth the applicable branches 
in advance, such as Personnel, Security, Property Control Section, Special 
Funds Di'/ision, and Fiscal Sections, and bo on file in tlio Pay Roll Unit, 

Fiscal SoctioHj beforo final payment is made. 


25X1 A 


uolonel^ CAiJ 
Executive for Porconncl 
and Idnnni.stration 
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TOP SECRET SECRET CONFIDENTIAL RESTRICTED IINCUSSIE;IED 
( Sender will circle classification Top and Bottom ) 

CENIRAL INTELLIGENCE GROUP 

PERSONNEL AND ADMINISTRATIVE BRANCH 
INTEl^-OFFICE ROUTING SLIP 


. 

FROM 


TO 

INITIALS 

DATE 


EXECUTIVE FOR PERSONNEL AND ADMINISTRATION 





DEPUTY EXECUTIVE FOR PERSONim & ADMINISTRATION 

X 



X 

CHIEF, PERSONNEL DIVISION 


JHL 2 

1/12/46 


CHIEF, FINANCE DIVISION 





CHIEF, SERVICES DIVISION 





CHIEF, SECURITY DIVISION 





CHIEF, PROJECTS SUPPORT DIVISION 





CHIEF, COMMUNICATIONS DIVISION 





CENTRAL RECORDS 















. APPROVAL 
. ACTION 

. RECOMMENDATION 
SIGNATURE 


.INFORMATION 

.RETURN 

.PREPARATION OF REPLY 
CONCURRENCE 


.DIRECT REPLY 
.COMMENT 
.FILE 
.DISPATCH 


REMARKS: The Personnel Division approves of* the attached proposed 

Admin* Order on Time, Leave, and Pay Rok 



STATINTL 
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T. SECRET • COl'j.^TDENTIAL ' RESTRICTOD UNClmSSIFIED 
( Sender will circle classification Top and Bottom ) 


CENTRAL INTELLIGENCE GROUP 

PERSONNEL and' ADMINISTRATIVE BRANCH 
INTER-OFFICE ROUTING SLIP 


FROM 


TO 

INITIALS 

DATE 


EXECUTIVE FOR PERSOMMa AND ADMINISTRATION 




X 

DEPUTY EXECUTIVE FOR PERSONNEL & ADMINISTRATION 


i: 

./7/46 


CHIEF, PERSONNEU DIVISION P|0V 7 194B 

X 




CHIEF, FINANCE DB'ISION 





CHIP!', SERVICES DIVISION 





CHIEF, SECURITY DIVISION 





CHieiF, PROJECTS SUPPORT DIVISION 





CHIEF, COMMUNICATIONS t rVISION 





CENTRAL RECORDS 















APPROVAL 

INFORMATION 

DIRECT REPLY 

ACTION 

RETTIRN 

COMMENT 

RECjOmiKmkTlOn 

PREPARATION OF REPLY 

PTT.E 

SIGNATURE 

CONCURRENCE 

DISPATCH 


REMARKS; Please review the attached proposed Admin. Order on Time, Leave, 
and Pay Regulations and return as soon as possible, together vrith 
you^owmnents arid suggestions. The order ms prepared by 
of l/Ir* Saunder’s Office. 


TOP SECRET 



SECRE': 


CONFIDENTIAL 


RESTRICTED 


UNCLASSIFIED 


Approved For Release 2001/07/12 : CIA-RDP81-00728R0001 00050032-4 


STATINTL 

STATINTL 
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’’’0^ ' ' COMPIDENTIAL ' ( RESTRICTODy' UNCLASSIFIED 

■' ( Sender will circle classifiofelxiiF/Ityg^d Bottom ) 

CENTRAL INTELLIGENCE GROUP 

PERSONNEL AND ADMINISTRATIVE BRANCH 
INTEtT-OFFICE ROUTING SLIP 


FROM 


TO 

INITIALS 

DATE 


EXECUTIVE FOR PERSONNEL AND ADMINISTRATION 





DEPUTY EXECUTIVE FOR PERSONNEL & ADMINISTRATION 

X ‘ 




CHIEF, PERSONNEL DIVISION 




X 

CHIEF, FINANCE DIVISION 

use 




CHIEF, SERVICES DIVISION 





CHIEF, SECURITY DIVISION 





CHIEF, PROJECTS SUPPORT DIVISION 

— 




CHIEF, COMTi-WNICATIONS DIVISION 





CENTRAL RECORDS 















APPROVAL 

INFORI\4ATION 

DIRECT REPLY 

ACTION 

REOTN 

COMMENT 

RECOJVWRNDAT.TON ' 

PREPARATION OF REPLY 

FILE 

SIGNATIJIffi 

CONCURRKNCK 

DISPATCH 


ni'WARKS: The attached proposed Adsdn. Order on Time, Leave, and Pay 

Regulations is being returned per our telephone conversation* 


Attached hereto is original end one copy of a proposed Adm. *0irder****’ 
on Tms, Leave and Pay Regulations. This instruction has been revised 


so that it is applicable only to vouohered 
it is now in proper form for issuance. 



believe 


TOP SECRET 


SECRET 


CONFIDENTIAL 


idward R, Saunders 

F-inance Division 


UNCLa^SSIFII- 
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P: 




W. 

•• 


R'ESTRIC-Tm ■ ■ 

CENTRAL INTELLIGENCE GROUP 
GIG AM,i 1WISTI1/'TIVE 
TIKE, LEAVE, AND PAY REGUL/iTIONS 


5,^ N) 


25X1 A 


1. 


TBiE AND ATTKMDANGE REPORTS 


Standard Ror. No. II30. ^There 

the number of hours in nav q + nfnc: o.,-? ll^Q 

il.-30 p.M. on the &nday following th^ ^i;.se"o 1 ^ ia?pei£d. 


d and transmitted 


i«r-i 4 -u~ni* 1 ' “ mubL DG seCUred a.rir1 +r '-4 

o^^^h ail annual leaveln Sol:: 


12 days 


or When the leave extends Tron, one reportinrperiorto^hrnrt -n 
Sick leave covers a oeriod In Xr -i-v. ^ ^ next* *vhen 

physician or practitioner will be furni-hed'*^ ^ certificate of a 

visit to a physician, dentist, oculist Jtn thT -nlT^/T t 

Attendance i^eports the. annual and sick leave acciiuD^^tid 
tn.ployee in accordance \vith "Rerrulations lipVi-Unrr -^r r ^ 

^^.ended du;e >6, l.^ffe^^ti^e^^^^ 


2. 0’.rERTItiE 


consf erS overtime” -H 

of the brancrin^hlch uer>o™^^^ OveS^for"^ " responsible official 
to and including the ba^e p^; S\4 ofcAF^ wiS'^’i^r^ 
provided sL^ overtL:^ a;:vg S 

base pay of ^2 or CAF-7 i^ivision . _ For employees in ^^ades above the 

ance vdth the provisions ’of p!^5!i^Lnw ^^79^ 


, - — * Hspuests ior tae approval of overtime Tn trades P p nr* O"-’ 7 j 

Budget Section for overtimf to be DSfo^e^bv submitted to the 

P-2 or CA.F-7. P®2riormed by employees m grades above 
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2. OVhiitTIME — Cont^d 

c. Approved overtime ^vorked by emplovees in Grades P-2, OAF-7 and 
below will be recorded on Standard Form IIJO, Time and Attendance Report, 
covering the pay period in vvhich performed and the duplicate copy of 
Form ?2-3 bearing the approval of the Chief, Budget Section, will be 
attached thereto for transmittal to the Ray Roll Ur:it, Fiscal Section, 

The triplicate copy of Form $2-3 may be retained by the initiating 
office, 

3. .^IGHT Dli'FEREMTIAL 

'i’ihenever an employee performs a tour of duty between the hours of 
6:00 yo.m. and 6:00 a. m., an addition of 10^ of his base pay will be 
allowed. The Time and Attendance Report, Standard Form 1130, must in- 
dicate the emoloyee's tour of duty v/henever a night differential is 
claimed, 

U. HOLIDAY PAY 

V/ork performed on holidays will be compensated for at double time. 
However, in view of budget limitations, prior approval must be secured 
from the Chief, Budget Section on Form 32-3> before any employee is 
rofiuestod to render services on a holiday, 

5. DISTRJ.BTJTIQN OF SALARY CHECKS 

a. Salary checks vd.ll be distributed by the Pay Roll Unit, Fiscal 
Section, to the payment and leave clerks of the branch, division, or 
office in which the individual is employed, A list containing the 
names of the employees and having spaces designated for signatures 
will accompany each group of checks. The signed lists evidencing 
receipt of the checks by the employees must be returned to the Pay 
Roll Unit immediately upon delivery of the checks. Undelivered checks 
accompanied by a memorandum stating the reason for non-delivery must 
be returned at the same time. In those instances where an employee 

is absent from work but it is known that he will return -within 5 da;v^, 
the pa;;.Tiient and leave clerk may retain the list of undelivered checks r 
for the 5 period, 

b. Extreme care must be exercised by pajmient and leave clerks to 
insure that checks do not become lost or misplaced and that security 
regulations are not violated. 

6. TERMINAL PAY 

a. Employees who are terminated will be paid in accordance with 
the *^Lujnp Sum Payment Act." The amount of final payment will be 
calculated on the basis of information regarding the last working day 
and the accrued annual leave as shown on the personnel action termi- 
nating the employee's services* 


- 2 - 
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6. TEBiIdINAL PAY — Cont>d 

. employee transferring out of, or being terminated from this 

^ ^ shcill be given final clearance and/or final salary pay- 
ment until all monies or property that may have been assigned to him 
have been returned or properly accounted for. The fina], clearance 
be initiated by the employing office, c].eared viith the 
^^ aoplipablo branches ijj^/ihiv^nce, such as Personnel, Security, Property CciJJ^oL 
** Special Funds,' anJ Fiscal Sections, and be on file in the Pay 

Poll Unit, Fiscal Section, before final payment is made. 




25X1 A 
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TOP sEcnpr." 


SECRET COWEIDENTIAL RESTRICTED UNCi^^SSIFIED 
( Sender will circle classification Top and Bottom ) 


CENfRAL INTELLIGENCE GROUP 

PERSONNEL AND ADMINISTRATIVE BRANCH 
INTEll-OEEICE ROUTING SLIP 


FROM 


TO 

INITIALS 

DATE 


POCECirriVE FOR PERSOMKEL AMD ADMINISTR/'.TION 




X 

Dl';PUTY EXECUTIVE FOR PERSONNEL . St ADMINISTRATION 


i: 

A/40 


CHIEF, PERSONNEL DIVISION 

X 




CHIEF, FINANCE DP/ISION 





CHUR, SERVICES DIVISION 





' CHIEF, SECURITY DIVISION 





CHIEF, PROJECTS SUPPORT DIVISION 





CHIEF, COMU’OTICATIONS t IVISION 





CENTRAL RECORDS 















APi ROYAL 
ACriOK 

RECOMENDA’riON 

SIGNATURE 


INFORMTION 

RErJRN 

PREPARATION OF REPLY 
CONCURRENCE 


.DIRECT REPLY 
.COMMENT 
. FILE 
. DISPATCH 


.MlT/iARKS; prvfposfMlL Msdtt# Ordor cm Timg 

imd Fey end rf»tara m nocsx m iKWislblo, wiffc 

'*““*'* “Utt fi&d ^0 O}*d0r propoiicrd ter 

I of Mr# Offlooi# 



TOP SECRET SECRET CONFIDENTIAL RESTRICTED UNCLASSIFIrY 


STATINTL 

STATINTL 
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fiTANoAno por 



emorandum 


UNITED STATES GOVERNMENT 


TO i Deputy Executive for Personnel k Administration DATE: 30 October 1946 
FROM : Chief, Finance Division 


SUBJECT: Proposed Procedure Issuances 



1. There are transmitted herewith the original and one copy 
of proposed Administrative Orders entitled "Travel Instructions for 
Vouohered Civilian Employees" and "Time, Leave, and Pay Regulations", 
These instructions were developed by the Procedures Unit and have been 
olecr ed with the Sections concerned, and we believe they are ready for 
issuance in their present form. 


2. Will you kindly review these instructions and if you consider 
them satisfactory please release* 
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mSTRICTSD 


CEMTHAI, IMTELLIOENGB GROUP 

CIO AmiNISmTIVE ORDER NO 

Tl/jli:, LEAVE. AND PAY RF.GOLATIQ^iS 


1*IME AND ATTETOAHCE ftEPORTS 

_ .— * required that Time and Attendance Reports for each civilian 

employee bo maintained by each branch, division, or office thereof on 

the number of hours in pay ntatus, and the annual leave, sick leavr or 
leave without pay chargeable for each ll+ day pav neriod ThL« 
must be forwarded to the Pay Roll UnitrWsM^S^not latSr K 
irJjO p.in. on the Monday followinE the close of each lij day ;)a.v period . 

secured and transmitted 

!v, V Reports for all annual leave In excess of 12 days 

sLflLS® one reporting period to the next. V/hen 

sick leave covers a period in excess of three days, a certificate of a 

SSt^to furnished. «hen sick leave covers a 
4 .U !? yslciiinj cientle't, OGulist, etc., the time oT the ^md 

the name and address of the doctor should bo furnished by the ezaplovL 
on Form 71 or in a statement to be attached to Form IIJO. The leave 
clerk in the Pay Holl Unit, Fiscal Section, will poet to the 'md 
enolov*^°^ Reports the annual and sick leave accumulated by each 
employee in accordance with "Refpalatlons Relating to Annual and Sick 

®™Ployees (as amended June 26 , 19 I 46 , offeotive 
July 1, 19i,6j 11 F. R. 7257)''. > oiiecoi^e 

2. OVERTIHE 

a. All work in excess of i )0 hours performed durinr one week will b. 
considered overtime, if authorized in advance by a responsible ofSSal 
tf Fa performed. Overtime for employes in grades uo 

SrFanFFSf® .FF ^11 be‘ compensLed at 

® provided such overtime is approved in advance by the 

Sse MV ofp-FoFcAP ‘^"employees in gradL above the 

ffL °«®i^nsatory time off may be allowed in accord- 

ance with the provisions of Public Law 10£>-79th Congress. 

b.i F® overtime in grades P -2 or Caf -7 and 

below^win be submitted to the Chief, Budget Section, Finance DivisioF 

Chief or Ajtainistratlve Officer of the branch or division initiatinp the 
request. Upon receipt of Form 32-5, the Chief, Budget Section will^ if 
appropriate, enter his approval, and return the duplicate and tSlicate 

Set ^® spitted io Se 

P-2®ot CAF- 7 ! oi^artime to be perfonned by employees in grades above 
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2. (mmxm — corit»d 

c. Approved overtime worked by eiaployeee in Oradee P-2, CAP-7 and 
below will be recorded on Standard Form IIJO, Time and Attendance Heport; 
oovering the pay period in which performed and the duplicate copy of 
Form 32-3 bearing the approval of the Chief, Budget Section, will be 
attached thereto for tranomittal to the Pay Roll Unit, Fiscal Section. 
The tripliciit© copy of Form 32-3 Tn&y be retained by the initiating 
office. 

3 . i^Xa!IT DIFFERENTIAL 

Vilhenever an employee performe a tour of duty between the hours of 
6t00 p.m. and 6:00 a.m., an addition of lOfk of hi® base pay will be 
allowed. The Time and Attendance R©jx>rt, Standard Form II 30 , must in- 
dicate the employee's tour of duty whenever a night differential is 
claimed. 

iu HOLIDAY VkJ. 

V/ork performed on holidays will be compensated for at double time. 
However, in view of budget limitations, prior approval must be secured 
from the Chief, Budget Section on Form 3^-3# before any employee is 
requested to render services on a holiday* 

3. DISTlilDUTIOH OF SM.ARY GHKCKS 

a. Salary checks v/ill be distributed by the Pay Roll Unit, Flaoal 
Section, to the myment and leave clerks of the branch, division, or 
office in which the Individual Is emploj'ed. A list containing the 
names of the employees and having spaces designated for signatures 
will accompany each group of checks. The signed lists evidencing 
receipt of the checks by the employees must be returned to the Pay 
Roll Unit immediately upon delivery of the checks . Undelivered checks 
accompanied by a memorandum stating the reason for non-delivery must 
be ireturned at the same time. In those instances where an employee 

is absent from work but it is known that he will return within 5 days# 
the payment and leave clerk may retain the list of undelivered checks# 
for the 5 period* 

b. Extreme care must be exercised by j^ayment and leave clerks to 
insure that checks do not become lost or misplaced and that security 
regulations are not violated. 

6. TERMINAL PAY 

a. Employees who are terminated will be paid in accordance with 
the *^Lui»p Slim Payment Act.” The amount of final payment will be 
calculated on the basis of information regarding the last working day 
and the accrued annual leave as shown on the personnel action termi- 
nating the employee's services* 


- 2 - 
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6. TERf,imL PAY -- Gont'd 

b. No employee transferring out of, or being terminated from this 
organization sliall be given final clearance and/or final salary pay- 
ment until all monies or property that may have been assigned to him 
have been returned or properly accounted for. The final clearance 
form must bo initiated by the employing office, cleared with the 
applicable branches in advance, such as Personnel, Security, Property- 
Board, Special Funds, and Fiscal Sections, and be on file in the Pay 
Roll Unit, Fiscal Section, before final payment is made. 



Approved For Release 2001/07/12 : CIA-RDP81-00728R000100050032-4 




TCGSTR ICTKP 

2001/07/12 : CIA-RDP81-00728R0001 00050032^4 

CENTRA L IHTK LLIGFNCI?, GROUP 
C* I. G, ADMXni STHATIW. O RDER , 

TII.tE, LfAlVE AND PAY REQUIATIONS 

a. It is required that Time and Attendance Reports for each civilian em- 
'''.oyee be maintained by each bx-’anch, division^ or section, on Standard Form 

. 1130. Thei'’e must be entered on Standard Form 1130 the numbnr of hours in 
vr>:r status, and the annual leave, sick leave, or J.eave nlbhout pay chargeable 
for each ].li day pay period t These reports must be forvarded to the Pay Roll 
hnib, Fiscal Section not later than hOO p.m. on the Monday following the 
ciuse of each lli . day pa y per iod. 

b, Form 11^ Application for Leave, must be secutred and transmitted v/ith 
Time and Attendance Reports for all annual leave in access of 12 days or when 
tho leave extends from one reporting period to the next. Fnen sick leave 
covers a period in excess of three days, a certificate of a ph^^sicj.an or prac- 
titioner will be furnishedo V/lxen sick leave covers a visit to a physician, 
dentist, oculist, etc., the time of tlie visit and the name and addrorus of the 
doctor should be furnished by the employee on Form 71 or in a statement to be 
attacl'iod to Form 1130. The leave clerk in the Pay Roll Unit, Fiscal Soction, 
will post to the Time and Attendance Reports the anniicxl and side leave acciunu- 
la ted by each employee in accordance wibh ^Regulabions Relating to Annual and 
Siek Leave of Government EiTiployees (as amended June 26, 19U6, effective Ju3.y 1, 
191.16; 11 F. R. 7257)” o 


b . 2/ OVSRTII^ 

p d" work in excess of Uo hours performed during one week will be con- 

A . siderod overtime, if authorized in advance by a responsible official of tlie 

• y- branch in which performed. Overtime for emj)loyees in grades up to and in- 

i eluding the base pa.y of P-2 or CAF-7 will be compensated at time and a half 

■I' provided such overtime is ^p^^vod in advance by the Chief, Budget Section, 

h Finance Division. For employees in grades above the base pay of P~-2 or C;lF-7, 

y compensatory time off may be allowed in accordance vdth the provisions of 

v: Public Law 106 -79th Congress, 
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b. Requests for the approval o.C overtimo In grades P-*2 or CAF-7 and below 
uill be submitted to the Chief ^ budget Section^ I'inanco Division^, in detail 
and in triplicate on Form 32-3^ boai'ing the signature of the Chief or Admini- 
strative Officer of the branch or division initiating the request. Upon re- 
ceipt of Form 32-35 the Chief , Budget Section vdll^ if appropriate^ enter his 
lU'pjTovalj, and return the duplicate and triplicate copies to the initiating 

' fflcer„ No requests should be submitted to the Budget Section for overtime 
to ;-.o performed by employees in grades above P-2 or C.\F-7. 

c. Approved overtime v/orked by employees in Grades P-2;, CAF-7 and below 
v;ill bo recorded on Standard Form II3O5 Time and Attendance Report, covering 
the pay period in vdid.ch performed and the duplicate copy of Form 32-3 bearing . 
the approval of the Chief, Budget Section, v;ill be attached thereto for trans- 
mittal to the Pay Roll Unit, Fiscal Section. The triplicate copy of Form 32-3 
may be retained by the initiating office . 

DIF:i DRS!:TIAL 

blienevcr an employee performs a tour of duty between the hours of 6:00 p.m. 
and 6:00 a^m., an addition of 10/5 of his base pay will be allowed 0 The Time 
and Attendonce Report, Standard Form 1130, must indicate the employoo's tour 
of duty whenever a night differential is claimed. 

4o 

17oi'k performed on Jiolidays will be compensated for at double time. Hot 7- 
over, in view of budget limitations, prior approval must be secm'’ed from the 
-•i.-ie+, Budget Section on Form 32'*35 before any employee is rcquosled to roiider 
p^'T-viccs on a holiday. 

D ISTRI BUTION OF SA LARY C HECKS 

Salary chocks vdll be distributed by the Pay Roll Unit, Fiscal Section, 
oo the paymerrb and leave dorks of the branch, division, or office in v/hich 
the individual is employed. A list containing the names of the employe os and 
uaviiig spaces designated for signatures will accompany each group of checks. 

Tno signed lists evidencing receipt of the chocks by the employees must be re- 
turned to the Pay Roll Unit immediately upon delivery of the checks . Undelivered 
checks accompanied by a memorandum stating the reason for non-delivery must be 
returned, a V. the same time* In those instances v/hei'e an employee is absent 
from Yiork but it is knoTO that he v/ill return within 5 days, the payment and 
leave clerk may retain the list of undelivered checks for. the 5 day periods 
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DISTKEBUTION OF S/J.'.RY CIECK S -- Cont'd 

b. Extrcjno caro must bo exorcised bj'’ pa;',iiK)nt and leave clerics to insure 
that chocks do not become lost or misplaced and that security regulations aro 
not violated. 

6, ^igriHA L RiY 

a. Employees who are terminated will be paid in accordance vrith the '"Lump 
Bum Payment Act." The amount of final payment will bo calculated on the basis 
.'f information regarding the last working day and the acci-uod annual leave as 
SiiO'';n on the personnel action terminating the employee 's services. 

b. Ho employee transferring out of, or being torminated from this agency 
shall be given final clearance and/or final salary payment until all monies 
or property that may have been assigned to him have been returned or properly 
accounted for. The final cloarance form, obtainable in tho Personnel Division, 
must bo initiatod by the einplo;T.ng office, cleared with, tho applicable branches 
in advance, such as Personnui, Security, Property Control Section, Special 
Funds Di’/ision, and Fiscal Sections, and bo on file in tho Pay Roll Unit, 

P'iscal Section, bofoie final payment is made . 


25X1 A 


Colonel, CAC 
Executive for Personnel 
and -..dmu.nistratlon 
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liMTilAOFFlUE f»10RAI-IDUlvi 7 February 19 U7 

STATINTL 

paragraph 2 of GIG Adiiiinistrative Order concerning over- 
time is presented below. 

omixim 

a. All ■work in excess of UO hours perfomed 
during one week will be considered overtime^ if authorized 
in advance by a responsible official of the branch in which 
performed. Overtime for aaployees in grades up to and in- 
cluding the base pay of P-2 or CAF-7 will be compensated 

at time and a half provided such overtime is a pproved in ad- 
vance by the Chief, Budget Section, Finance Division. For 
employees in grades above the base pay of P-2 or CAF-7j com- 
pensatory time off may be allowed in accordance with the 
provisions of Public law 106-79 th Congress. 

b. Requests for the approval of overtime in grades 
P-2 or CAF-7 and below will be submitted to the Chief, Budget 
Section, Finance Division, in detail and in triplicate on 
Form 32-3j bearing the signature of the Chief or Administra- 
tive Officer of the branch or division initiating the request. 

Upon receipt of Form 32-3 ^ the Chief, Budget Section will, if 
appropriate, enter his approval, and return the duplicate and 
tii. plicate copies to the initiating officer. No requests 
should be submitted to the Budget Section for overtime to be 
performed by employees in grades above P-2 or CAF-7* 

c. Approved overtime -worked by employees in Grades 
P-2, CAF-7 and belov/ -will be recorded on Standard Form 1130, 

Time and Attendance Report, covering the pay period in which 
performed and the duplicate copy of Form 32-3 bearing the 
approval of the Chief, Budget Section, will be attached there- 
to for transmittal to the Pay Roll Unit, Fiscal Section. The 
triplicate copy of Form 32-3 may be retained by the initiating 
office. » 

This policy applies to personnel paid from unvouchered funds 
as well as vouchered funds . However, the Chief,- Budget Section, Finance. 
Division, with the concurrence of the Office of the General Counsel, has 
authorized the Chief or Deputy Chief of the Special Funds Section to 
approve overtime in his behalf for personnel who are paid from unvouchered 
funds. 
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The forms ai:d procedures prescribed in the above quoted para- 
graph 2 will be followedj, but such foz’ms should clearly designate 
that the employee is paid from unvouchered funds cind form should be 
forwarded by the initiating unit directly to Special /[hands. 

P^ysonnel wial please study these procedures and their 
relationship; if any; to their particular duties, toy uncertainties 
regardxng the procedures and the responsibilities of the Payroll 
Section, Hegisti:^^ or Certifying Officers, should be brought to the 
attention of the undersigned promptly so that they can be verified. 
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